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Effective on the date indicated, the employee assigned to the position identified above performs the 
following duties and responsibilities: 
 
Under the general direction of the Manager of the Investment Accounting Section, the incumbent 
supervises staff which performs a variety of accounting duties related to the Alternative Investment 
Management (AIM) Program.  The Accounting Administrator I (Supervisor) must possess an in-depth 
knowledge of investment accounting principles and practices.  The incumbent will provide technical 
expertise in areas of investment accounting.  The AA1 (Sup) will supervise professional staff working 
independently in a highly technical area and will coordinate activities with other entities within CalPERS 
as well as outside agencies and organizations.  The incumbent is responsible for the following duties: 
 
The incumbent plans, organizes and directs professional staff in the reconciliation of investment 
transactions against the custodian’s, partner’s and PrivateEdge records.  Plans, organizes and directs 
staff in their review, research, and resolution of exceptions for AIM portfolios.  Oversees staff in their 
completion of monthly tasks and analysis.  The supervisor is responsible for the day to day 
administration of the unit.   
 
Works directly with the supervisory and management staff of the Investment Office, providing data and 
policy input for investment decisions.  
 
Throughout the fiscal year the incumbent assists the section manager in the review of supporting data 
for the preparation of annual financial reports and schedules. 
 
Oversees the development of new or improved procedures and forms to facilitate work processes.  The 
incumbent will work with other Fiscal Services Division leaders to coordinates procedures and workflow 
to meet the Division’s goals and objectives.  Assists the section manager in developing and 
implementing organizational and procedural plans. 
 
Prepares correspondence to representatives of various investment firms and organizations.  
 
Mentors and encourages staff to perform completed staff work.  Recognizes outstanding staff 
performance.  Performs other duties as required. 

 


